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.comprehen51veness, ‘and be thrlfty of manpower and other resources.;_;w_n_;‘
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Agency Watergate File Rev1ew
Proposed Action Plan

Objective: To conduct an effectlve file review program, coupled w1th a

selective interview program, to comply with the Director' s request for a

‘review of Agency files for material connected in any way with Watergate. .

The rev1eW'must be conducted on a tlmely ba51s, provrde an assurance of

Proposed methodology: The designation of responsible officers for the

organlzatlon and conduct of the reV1ew, the rev1ew of record descrlptors '

to exclude at the onset those records whlch clearly w111 not contaln Water-

':ﬁ_ 7gate related.materlals the careful screenlng of those flles whose descrlptors ﬁ;;g;:

, 1nd1cate that they have a marglnal chance of contalnlng Wetergate-related

materials, and the thorough screenlng of those files whose ‘'descriptors
1nd1cate a better than marglnal chance of contalnlng Watergate-related
materlals. As key off1c1als are 1dent1f1ed who are in the best p051tlon to
have been directly or indirectly associated with activities identified by
the IG "WATERGATE - GUIDELINES FOR AGENCY FILE REVIEW", they will be inter-
viewed to see if they can provide further clues from their memory of what
occurred. Certification shall be provided to the IG of the results of the

above actions.
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Discussion: A responsible individual shall be appointed and charged with
the conduct of this file search at each appropriate managerial level. The
appointment below that of Office level shall be the decision of the Office
Director and will reflect the ~complexity of the record organization of the

Offlce. The 1nd1v1dual thus selected should be Imowledgeable of the workmg

e T

style of the Offlce, 1ts substantlve actlons, and 1ts methods of recordlng |
- information, both :Eormal and informal. In conjunction w1th the component -
%~ Records Management Offlcer, he ‘shall® review the Re\.ords Control Schedule, e
‘ V1tal Records Schedule, and related records identification materlals of that

component to 1dent1fy the records conta:!.ned in the offlce the Reco rds Center

' and Agency Archlves whlch are a) h1ghly unllkely to contaln hater;rate related o

"“_materlals b) may contaln such materlals and c) are llkely to contdln

| materlals. Group A w1ll be 1dent1f1ed and excluded from further review.
A record will be malntamed of the records sets involved and the volume of

materlal concerned At the conc:lusmn of the flle rev1ew program, a certlfl-

el . e TR

catlon w111 be made to the respon51ble off1cer for the D:Lrectorate that th:Ls
material was excluded, based on descrlptors and the consc1ous dec1sz.on of
responsible officials who will be identifled. Group B will be screened by
knowledgeable individuals from the component concerned. If Watergate-related
materials are found, copies ehall kbe forwarded to the IG. At the conclusion
of the review of Group B, a similar certification shall be forwarded. The

same general procedures will be followed with Group C, which shall be a
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careful and thorough review of designated files by knowledgeable and responsible
officers of the component concerned. Copies will be provided to the IG of any
Watergate-related materials found, and certification procedures will be followed.
Any 1nterv1ews which uncover Watergate- related materials shall be transcribed,

approved by the 1nterv1ewee for accuracy and fbrwarded to the IG

* g P

At the conclu31on of the f11e review program.fbr the Dlrectorate,

the respon51b1e officer for the Directorate shall advise the IG the volume

o7 of records in each group and the action taken (excluded, screened;frev1ewed,"Tl’m"“

or provided the IG). The responsible individual shall also provide the IG

 with a certlflcatlon that the actlons were taken carefhlly and consc1ously

by respon51b1e offlcers. "
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* Agency-Watergate File Review
Proposed Action Plan

Objective: To conduct an effective file review program, coupled with a
selective interview program, to comply with the Director's reguest for

a review of Agency files for material connected 'gogn way with Watergate.
The review must be conducted on a timely basis, %;esggi an as:urance of

comprehensgiveness, and be thrifty of manpower and other resources.

Proposed methodology: The designation of responsible officers for the organization
and conduct of the review; the review of record de§tiptors to exclude
at the onset those records which clearly will not contain Watergate-related
materials; the careful screening of those files whose descriptors indicate
that they have a marginal chance of containing Watergate-related materials,
and the thorough screening of those files whose descriptors indicate a
better than marginal chance of containing Watergate®-related materials.,
As key officials are indentified who are in the best position bo have been
directly or indirectly associated with activities identif% d by the IG
§§\ \-—ﬁa"Watergate ~ Guidelines for Agency File Review", they sgguid be interviewed

9 to see 1f they can provide further clues from their memory of what occured.
W Certification shall be provided to the IG of the results of the above actions.
Discussion: A responsible individual shall be appointed and charged with
the conduct of this file search at each appropriste managerial level. The
appointment below that of Office level shall be the decision of the Office
Director and will reflect the complexity of the record organization of the
Office. The individual thus selected should be knowledgeable of the working
style of the Office, its substantive actions, and its methods of recording
information, both formal and informal. In conjunction with the component V%:‘ éLcm&
Records Management Officer, mhe shall review the Records Control Schedule, Yt
f that component to identify the records contained in the office, the Records
Center and Agency Archives which are: A) highly unlikely to contain
wﬂ& ilatergate related materials; B) may contain such materials; and C® are
: UMWAQ¢$‘ ikely to contain materials. Group A will be identified and excluded from
N a»tzigy further review. A record will be maintain of the records sets involved
wiet® and the ammmwk of material concerned. At the conclusion of the file review
volume - el
00 vy sy e Lo e Dyetaary
program, a certification will be madéo%hathﬁg; kh erial was excluded, based
on descriptors and the conscious decision of responsible officials who will be
identified, Group B will be screened by knowledgeable individuals from the
component concerned, If watergate-related materials are found, copies shall
be forwarded to the IG., At the conclusion of the review of Group B, a similar
certification shall be forwarded, The same general procedures will be followed
with Group C, which shall be a careful and thorough review of designated files
by knowledgeable and responsible officers of the component concerned, Copies will
be provided to the IG of any Watergate-related materials found, and certification
procedures wlll be followed., Any interviews which uncover Watergate-related
materials shall be transcribed, approved by the interviewee for accuracy and
forwarded to the IG,

At the conclusion of the file review program for the Directorate,
the responsible officer for the Directorate shall advise the IG the volume
of records in each Group wikiek and the action taken (excluded, screened,
reviewed or provided the IG.) The responsible individual shall also provide
the IG with a certification that the actions were taken carefully and
conscilously by responsible officers,
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